
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 



3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: CAPT George White
	From Name: LCDR Jon Swallow
	Routing Code: USEC
	Address: U.S. Department of Commerce - NOAA
HCHB Rm 5128
14th & Constitution Ave. NW
Washington, DC 20230
	Telephone Number: 2024823436
	Telephone Extension: 
	Billet Title: Special Assistant to the NOAA Chief of Staff
	Billet Number: 9313
	Rank Requested:        O-4
	GS_GM Equivalent: 
	New Billet_Yes: 
	Immediate Supervisor:       Scott Rayder
	Title: NOAA Chief of Staff
	Supervisor_Telephone Number: 2024820050
	Supervisor Telephone Extension: 
	Educational Requirements: As required for entry into the NOAA Corps.
	Other Qualifications: Officer must have exceptional military bearing and work ethic, and have understanding of NOAA programs and organizational structure.    The officer must be detail oriented, and have the ability to foresee potential problems and take action to prevent or mitigate the impact of them.  This billet requires extensive U.S. and international travel.  Officer may be required to obtain a Top Secret level security clearance.
	Billet Description: 
The incumbent supports the NOAA leadership team by performing duties similar to those of Flag Aide and Deputy Chief of Staff in other uniformed services.  The officer serves as an information conduit between the NOAA Administrator and the the Chief of Staff, performs staff work to assist with day to day operations and making decisions on policy issues, and attends to a multitude of duties to ensure the NOAA Administrator is kept up to date with critical information and can make the most effective use of his/her time.

The officer also serves a liaison role between NMAO leadership and the NOAA Administrator and Chief of Staff.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: x
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: In the Office:
-	Work closely with the Executive Assistant to the NOAA Administrator for coordinating the schedule and controlling access to the NOAA Administrator during the day.
-	Work closely with the NOAA Chief of Staff, his/her Executive Director, and the Program Coordination Office regarding task assignments, event scheduling and planning, and information “get-backs” to the Administrator.
-	Review incoming e-mail and brief the NOAA Administrator on important issues prior to his/her daily meeting with the Deputy Secretary of Commerce.
-	Attend the NOAA Administrator’s meetings to ensure action items are assigned and to follow up with information “get backs”.
- Participate in policy discussions and decision making.
-	Ensure presentation and briefing material are prepared in time for local events.  
-	Coordinate ground transportation and logistical details for local events.

(Continued in Section 4)
	Career Development Opportunities: 

This leadership development billet provides an outstanding opportunity for Officers to see NOAA operations at the highest level.  The billet is also an outstanding leadership and management mentoring opportunity, providing extensive access to the Administrator, Chief of Staff, and other NOAA leadership.

The billet provides officers insight on how a $4 billion government agency is run, the broad range of challenges and issues NOAA leadership must face, and a “top-down” perspective on NOAA organizational structure, management, and leadership.  This experience provides valuable insight that can be applied in follow-on billets executing leadership positions within NOAA and the NOAA Corps.

The officer will experience a broad range of events such as:  site visits, NOAA town hall and special events, ship commissionings and other major NMAO events, international conferences, meetings with high level officials, and congressional hearings.  This experience will provide a broad understanding of the full range of NOAA programs, people, and challenges.

	Additional Comments: 
Continued from Block 2:

During Travel:
-	Manage a “mobile office” ensuring e-mail and phone connectivity.
-	Ensure timely information flow between the NOAA Administrator and other NOAA leadership.  This involves regulating information flow between the NOAA Administrator, his/her staff, and other NOAA leadership.  This also involves reviewing information and summarizing it concisely to the NOAA Administrator.
-	Ensure all transportation and logistical details are worked out in advance and executed smoothly.
-	Ensure the NOAA Administrator keeps on schedule.
- Staff all NOAA Leadership accompanying the Administrator.
-	Ensure the Administrator has all required briefing material at the appropriate time, and that presentations, etc. are properly set up for speaking engagements.
-	Facilitate communications between the NOAA Administrator and other members of the delegation during travel.
-	Take action on information “get backs”.


--------------------------------------------------------------------
Additional Comments:

The officer carries the responsibility for being a highly visible representative of the NOAA Corps.  By accompanying the NOAA Administrator to the the majority of his/her events and meetings, the officer’s actions (verbal, non-verbal, and written) communicates an impression of the Corps to high level officials within NOAA, other government agencies, and to the public. 

	Supervisor Signature Date: 
	New Billet_No: 
	Billet Priority_A: 
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
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